OKLAHOMA STATE UNIVERSITY-OKMULGEE

Employee Contact Notice

	From:
	     
	Dept.
	     

	               Division Head/Department Head/Supervisor

	

	RE:
	     
	Position
	     

	Employee Name
	
	

	

	

	Employee Status
	
	 FORMCHECKBOX 
  Probationary
	 FORMCHECKBOX 
  Continuing

	

	Brief Statement of Incident/Occurrence/Concern
	     

	     

	     

	

	
	I.
	Job Tasks/Functions/Activities/Duties employee is to perform.

	

	
	
	1.
	     

	
	
	2.
	     

	
	
	3.
	     

	
	
	4.
	     

	
	
	5.
	     

	
	
	6.
	     

	
	
	7.
	     

	
	
	8.
	     

	
	
	9.
	     

	
	
	10.
	     

	

	
	II.
	Problem areas and joint plan of improvement.

	

	
	
	1.
	     

	
	
	2.
	     

	
	
	3.
	     

	
	
	4.
	     

	
	
	5.
	     

	
	
	6.
	     

	
	
	7.
	     

	
	
	8.
	     

	
	
	9.
	     

	
	
	10.
	     

	

	

	       Dates that items in above sections I and II are to be reviewed or re-evaluated.

	

	
	SECTION
	
	ITEM
	
	DATE
	

	

	
	1.
	     
	     
	     

	
	2.
	     
	     
	     

	
	3.
	     
	     
	     

	
	4.
	     
	     
	     

	
	5.
	     
	     
	     

	
	6.
	     
	     
	     

	
	7.
	     
	     
	     

	
	8.
	     
	     
	     

	
	9.
	     
	     
	     

	
	10.
	     
	     
	     


	Employee interviewed on (Date)
	     

	

	Specific results were
	     

	     

	     

	

	Employee (and/or witness) acknowledgment
	     

	     

	     

	

	

	
	
	     

	Employee Signature
	
	Date

	

	INITIAL WARNING NOTICE:
	

	

	

	Signed by
	
	
	     

	           Division Head/Department Head/Supervisor
	
	Date

	

	to be forwarded to employee personnel file.
	

	

	

	

	FINAL WARNING/DISMISSAL
	(circle one that applies)

	

	     Requires the signature of the Division Head/Department Head/Supervisor, the signature of the appropriate Vice President/Vice Provost and the President.

	

	

	

	
	
	     

	Division Head/Supervisor
	
	Date

	

	

	

	
	
	     

	Vice President/Vice Provost
	
	Date

	

	

	

	
	
	     

	President
	
	Date

	

	

	ACKNOWLEDGING RECEIPT BUT DECLINING TO RECOMMEND DISMISSAL (DECLINING APPROVAL)

	

	

	

	
	
	     

	Vice President/Vice Provost
	
	Date

	

	

	

	
	
	     

	President
	
	Date


010108

